AMERICAN DATA PROCESSING, INC. 

4th FLOOR BOOK TOWER ■ DETROIT, MICHIGAN 48226 


ajr»t mm Go»*ult«at 

: Bex I3kf> 

Pou^k»«i*i*, N.T. 12603 

- » r* *.* *t* • • e*JiB *♦ ** «*«.«*. *. 











ADDRESS 



Invitation No_ 



AMERICAN 
DATA PROCESSING 
INC. 

RESEARCH SERVICES 
DIVISION 

4th FLOOR BOOK BLDG. • DETROIT, MICHIGAN 48226 

Also publishers of 

DATA PROCESSING SYSTEMS ENCYCLOPEDIA 

• 

DATA PROCESSING YEARBOOK 

COMPUTER APPLICATIONS SERVICE 

DATA PROCESSING FOR EDUCATION 

DATA PROCESSING INDEX 

TOTAL SYSTEMS 

INFORMATION RETRIEVAL MANAGEMENT 


You are 
cordially invited 
to accept 

with our compliments 
a sample issue of 



a News and Idea Service 
Devoted to the Use of 
Forms and Systems 
in Conjunction with 
Data Processing Equipment 


(See inside for terms of this offer) 














HELP DESTROY 
THE PAPER MONSTER 
THAT EATS AT THE PROFITS 
IN YOUR ORGANIZATION . . . 

IN MANY COMPANIES PAPERWORK IS 
THE DIFFERENCE BETWEEN PROFIT AND LOSS 


Maintaining a piece of paper can be one 
of the most fruitless activities in your oper¬ 
ations unless it is the result of properly 
formulated systems. Systems evaluation is 
the key then to controlling the "paperwork 
monster." 

It isn't the paper and printing that is so 
expensive — that's only the symptom of the 
problem. It's the personnel cost of creating, 
handling, reading, and otherwise process¬ 
ing the paper, that really adds up. 


NOW A MONTHLY SERVICE 
GIVES YOU THE KEY 
TO PAPERWORK CONTROL 

Ray Marien, one of the world's leading 
authorities on the use of forms and systems, 
brings you the kind of help you need to 
attack this serious problem. As a business 
publication columnist, book author, and 
lecturer, Mr. Marien is probably the best 
known figure in this field. 

A Sample of Editorial Features from 

FORMS and SYSTEMS 

EDITED BY RAY MARIEN 

• Practical Forms Control 

• The Use of Duplicating Masters 

• Optical Scanner Systems and Forms 

• Efficient Forms Purchasing 

• Latest Forms Development 

• Forms Inventory Control 

• Maintaining Forms Control Enthusiasm 

• Improving Printing Quality of Forms 

• Cost Cutting — When It Pays 

• The Role of the Forms Analyst 

• Consolidating Forms Orders 

• Evaluating Printing Bids 

• Eliminating Paperwork Dynasties 

• How to Stop Forms Bootlegging 

• The Role of Duplicating Equipment 

• Forms Design and Computers 

• Forms Systems and Punched Cards 

• Spot Carbon Forms 

• Copying Machines for Office Systems 

• The Use of Organization Charts 

• Writing Effective Procedures 

• Policy Statements and Decision Making 

• Good Systems Prevent Empire Building 

• Eliminating Alibi Papers 


MONTHLY FEATURES INCLUDE: 

• NEWS 

• NEW PRODUCTS 

• COPYING AND DUPLICATING 

• FORMS DESIGN 

• SYSTEMS 

• FORMS FORUM 

• FORMS MISCELLANY 

• FORM-OF-THE-MONTH 

RECEIVE A SAMPLE ISSUE 
FREE OF CHARGE 
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POSTAGE 
WILL BE 
PAID 
BY 

ADDRESSEE 


NO 

POSTAGE STAMP 
NECESSARY 
IF MAILED IN THE 
UNITED STATES 


BUSINESS REPLY ENVELOPE (FIRST CLASS PERMIT NO. 13600, DETROIT, MICH.) 


AMERICAN DATA PROCESSING, INC. 

4th FLOOR BOOK BUILDING 
DETROIT, MICHIGAN 48226 


























